
SUBPART B – WORK SCHEDULES 
 

ME427-14(c)(1) 
 

ME427.11(c)(3)(xiv)  Credit hours earned after 6:00 p.m. 
 
 
 (a)  Employees may earn credit hours between 6:00 p.m. and midnight, if 
requested in writing in advance on the Request to Earn Credit Hours after 6:00 p.m. 
Form (see Subpart H, Exhibit 1) and approved by the Supervisor.  The number of days 
and hours involved must be shown on the request.  Employees on the maxiflex schedule 
are expected to “flex” their schedules to accommodate overtime work as much as 
possible. 
 
 (b)  If a written request is submitted in advance by an employee, the supervisor is 
authorized to approve earning credit hours after 6:00 p.m. up to 6 hours per request for 
occasional attendance at evening or non-workday meetings on official business of 
NRCS, or to attend meetings of cooperating agencies or units of government when an 
NRCS representative is requested to make an official report or presentation.  The 
original copy of the approved request is to be attached to the employee’s T&A when 
submitted to the State Office and will be placed in the employee’s Time and Attendance 
Input Record file.  Employees should maintain a copy of the approved request in their 
office.  State office employees should provide the approved request to the timekeeper. 
 
 (c)  Credit hours earned are to be made a matter of record and must be recorded 
on Form FNM-320, the Time and Attendance Input Record for Field Office employees.  
Field Office employees will record the credit hours worked in the clock hours section of 
the T&A.  State Office employees will record credit hours earned in TCAS. 
 
 
427.14(c)  Establishment of lunch-time period for State Office Employees 
 
 (1)  For State Office Employees, lunch will begin no earlier than 11:00 a.m. and 
end no later than 1:30 p.m. 
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SUBPART B – WORK SCHEDULES 
ME427-12(a)(3) 

ME427.12  Changing Tour of Duty 
 
 (a)(2)  For specifically designated training and meetings or unique field needs, 
supervisors have the authority to make changes in employees’ tours of duty on a one-
time basis, i.e., a pay period or a field season.  If work needs develop which are outside 
the normal business hours, a supervisor may adjust an employee’s 8-hour work 
schedule day to a 10-hour day (maximum 40 hours per week) for which the employee 
would receive the regular rate of pay.  The supervisor would then work out alternate 
workday reduction(s) to ensure that no more than 40 regular hours are worked in a 
week.  Factors to be considered include:  (1) FLSA status of the employee (normally 
applied to non-exempt); (2) current work schedule; (3) impact on the employee.  
Regardless of whether the workday is 8 or 10 hours, an additional 30 minutes must be 
allowed for the required lunch break. 
 
 Proposed work schedule changes should be discussed with the employee(s) 
affected.  There may be compelling reasons why he/she is unable to adjust other work 
days such as workload.  In those cases, employees may elect to earn the 2 hours 
beyond the 8-hour work schedule as credit hours (maximum level permitting) and not 
adjust hours of another day.  If the employee is at the maximum limit of credit hours, 
they may be directed to modify the work day(s) necessary to 10 hours and adjust other 
days to compensate accordingly. 
 
 When a work schedule is changed from the normal 8-hour day with 
corresponding adjustment to other scheduled work day(s), the plan must be approved in 
advance by the supervisor and changed in WebTCAS.  See instructions below (3).  If 
these changes are not made, the employee will receive error messages when entering 
the alternate work hours. 
 
 Regardless of how additional hours are authorized, employees who commute 
more than 50 miles beyond their duty station to a training or field activity may be entitled 
to a per diem stipend if the entire work period extends 12 hours or more in a day.  When 
travel authorizations are required for specifically designated training, etc., supervisors 
will notify the State Office of employees who will be authorized to travel on a case-by-
case basis. 
 

(3) Changing Work Schedules in WebTCAS:  To make a one-time change in 
your workday hours, in the section of WebTCAS titled “Schedules”, click on 
the “Override” button.  In the subsequent screen make the appropriate 
changes in hours and times for the days you are approved to change.  
Remember, the workweek cannot be longer than 40 hours (or other part time 
schedule you are assigned).  Click on the button near the top of the screen 
for “Save for this Timesheet Only” then click on “Save” in the upper right of 
the screen.  When you return to the T&A entry screen, your daily work hours 
will be adjusted.  Remember to not any changes in the “Notes to 
Timekeeper” section of the T&A form. 
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